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SHANGHAI MUNICIPAL POLICE 


CROSS-REFERENCE SLIP 


7 Be 2e Speoted Branebrrice 

FILE NO...3¢Be_B.8/18 

‘ SUBJECT: 
Applicant Chang Sze Teh. 
4 
4 
a 
[) | 

PARTICULARS ‘ OFFICE _. FILE NO. 


INSTRUCTIONS SEE, OVER 


Crewe wees cose wees ceweccccwcor weer esecceecncescc nese ne cnee rece censuses cceccs coves censsopesnsoeocessseccoseccenne |: 0-22 cccccseneccece ncn ce scence as cccnncceecenweosesocosecoce=+= 


‘ Reminder slips (warning resipients of files hehenging to 
any registry pessing through Special Branch Registry to return 
same to Special Branch Registry) should be prepared every week 
on Saturday or Sunday. Fer these files becked out on Sunday, 
Menday, Tuesday and Wednesday ef the ‘week, reminder slips shoulé 
ve dated and sent te these concerned en Wednesday next week and 
for those files decked out en Thursday, Friday and safiibdsy of 
the week the reminder slips sheuld be dated and sent to these 
concerned on Saturday next weeks 
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8. Be Regiatey 7th G®°auary 104% 


i No. wo. “ 
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With reference to the ?.W.D. report of the Sth 
December 1941, copy attached, of uo budge: 
appropriation on the above lemp. As tho vstimeted 
cost is'only $40.00 eeuld the Police quartermaster 
meet the cost frem incidentals. 

as stated in Wp.repert of the 22nd November 1941 
“it is most essential that the Registry have this 


Lampe 
Ce Ae: 
Special Brench. 
4 | 
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PUBLIC WORKS DEPARTMENT. 
MUNICIPAL COUNCIL. 
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Shanghei,..... POCEMNGT..H...APAL«......193 


—_—_ ————. 


S.i. Registry Office 


With reference to the attached report of the 22nd, ‘ult., . 
) 


there is no Budget appropriation for the installetion of.one » 
drop light with 9" opal shade et the above. The estiuated 


cost of the worx is aprrdximately $40.00. 
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* gesting: taps now in use » when on, gives Aneufeses 


 Bgheing to this cabinet .- as it is inportent eat 


cxntpmenty, ro-taten ecbinet, it 10 form tt the 


® 
’ 


Bree 


‘sinh the soere'ieap be fosteibaa os sw 


Special Branch Registry // ’//: 
September Sra al. 


‘Botimates ef Speeial Branch Registry requirements fer 
1942 as per P.0. 8.6952, 


CoA. Ponseca ’ GeD.%-. Lees. 
Sir, Pat 
PataDe Oriipary Rxpenditure. 


I beg tc submit the Registry’ s requirements for 
1942 es follows:- 
1. One Filing rack te aseenmodate 120 viling ‘VOXBSe 
2. 8 adéitional drawers fer the Card Index Filing 
Catincts : : 
It is te te noted that ites Koel is urgently 
required, fer at present @ number ef Filing bexes are 
lying on the floor for leek ef space, and this 
number will steadily increase in the future, 
Item No.2 is required fer use in ‘the new card 
‘system which calls for individual cards for each 
surject thereby increasing the number of cards indexed. 
The present Card Piling Cabinet will ve umable to 
meet vith the increnged card space required. , 


A.C. (Special Branch) 


' —— 
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8 anh Haat SARAL rae 


ee Ge! Ee 
Deacenber. ° 
‘Confirmation of Probationary 3rd Class Cl CHAQ TING 
Co Ae Fonseca G. Be Te Lees 
Sir, 


The above elerk having completed his 
probationary pemded is reccommended for confirmation, 


as he is giving eat isfastory work in the performances 
_ of his duties. 


CoAe Special Br.. Registry. 


. AeCe Special Brandhe 


Special Branch Registry , ' ss 9rd september 1941. 


RUBVEY Oo” THE WonKINOS OF THE SPECIAL 
; BANG! EME 
The min workings of the Registry cenprise 
of the indexing of reports, doouents end \correspendence 
relating te polities, Levour and other génetel subjocte, 
ineluting fila ant otage play cuneerenip, the \regio- 3 
tration of nowepapers and public bodies. ‘the Piling 
of the atove subjects in such « deimer as te be.referred | 
‘|, te at 0 mamentto netics. the Sadistry 16 aise | 
| required to exeist other sections ef the special Breach 
s os in the qensorship of nowoyapers, ieee a eee 
letters, ete. . H 
Tay Registry staff sonstinte of: one rereign 
Gerfee} Assiotent, ene lst Grape Chirk, one Sed crege 
Clerk and one Sed Grade Clerk, gn Aspiotent ond a ondet. 
The éntios of the above are aSiiiees:- 
Gheriged saps stegt 
_ Supervision of all werk dene in the Registry, 
the indexing ond classifying of an wonfidential reports 
and documents on all subjects, egeatinising ana distri- 
buting of ell reperts and “serrsapendamses Gqnling vith 
#11 the Special Branch sections, =» 
lst Grade Clase it 


‘general subjeets in which the nyecial’ : Branch are 
interested, keepise adninistrative ané ether files in 
such a manner as te be immediately obtainable by 

referring te the index, 

as 


' 
. O) 


Sed Grade Gisrk 
Indexing ef reports on film ané stage play 
censorship, reperts om newspapers such as indecent ‘ 
publications, dmage ef editers, ete., novayhyer . 
registration end ‘registration of public bedies; extra 
duty, part-time censorship of Chinese nowppaperse (See: 
Notes this clerk dees censorship (daily every aftemmeen 
encopting weeh-enés for 8.8, his duties are then 
taken over by 3ré Orade Clerk. 

In charge of filings Keeping records ef 
mevenents of special Branch Registry filee ond mking 
lists. of files belenging te ether regtetrion passing 
through this office and recording then in chit decks 
te see that they reach their destinations sgninst: 
signatures, Replacing tnd Crate (erk when the latter 
ie om evnsership duty. 

Bespateh of correspondence. fn charge ef 

, stationery. Assisting in filing, and keoping of Police 

| Order, memes, eireulays, foreign: prepe clipping sa 

ether elementary effiee werk woh os typing ete. 

Fetes This Assistant as been attached to the Registry. 
Since Decenber 1930 end dees cherical vert. xt 
hae been previowly suggested that he de 
ineorporated inte the reguler staff as a clerk. 


wt Met cane eesia one Bens nie ten as oo 


Orderly werk. faking eut nnd putting back 
files ef the Registry in their preper places and 
assisting in matters relating te bere elementary 
werk demanded in the Registry. | 


Clerical Assistente 


° 
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Pe Ae te Ac Co (Spo Bre)e 
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Oe i Fille Noveccccsscoo- 
a ' 8HANGHAI MUNICIPAL POLICE. ‘ 


Special Branch XN, 
weuianad Deie,. TOY 204 Ad 


Subject (in full)........ CORN. T8UN_UIRN..... 3x8 ean Nerke premetion te 2n4 elese.. 


-Made bY nee Oe, .AeMe Fone BOS... Morwerded by........ weve PQBoKe.. BQOR UR cseesee 


eweecces ee ecccceces, o eee se eceees ons wccrecrcceccece 


Sir, 

Im reference to the above man, he has recently 
replaced the 2nd Class Clerk T8AZ, whose work of indexing 
-Film censorship, newspaper and public bodies registraticen 
and part-time newspaper ‘eensorship he is doing with equal 
efficiency, he is alse in cherge of the Filing and keers 
check on the movement ef files, his general behaviour 
and attention to duties ere entirely satisfactory, his 
ability is over average, his (Rtituse to superiors is 
respective and he ceems well disciplined. 


Code SeBo Registry. 


(Special Branch) Office Notes 


A-Ce(Special Branch) 


Reference the attached, I have gone into the 
matter with C.A. Fonseca and recommend that the suggestion 
be adopted. It is thought that the change over would 
enhance the efficiency of the indexing system. It would 
net entail any expense apart from the cost of new pointer 


asi ds and neither would it afrect the working of the 


15-4-41. 


Report on Card indexing. Special Branch Registry. 


’ 


Owing i the inovenss in maaaiea and statements for 
filing, it has Been found that ‘the present system of card 
indexing is inadequate to cope with it, also the efficiency 


of the Registry is being affected. It is therefore suggested 
‘that the following change be mide in the systen. 


Under the old system, cards were divided into 
alphabetical order as.follows :- 

fee. "A" is divided into 4 sections, such as AA to AK, 
AL to AM, AN to AR and AS to AZ, this meaning that all 
names or subjects spelt with the first two letters 
similar to the first two letters in any of the sections 
are entered in that respective section. .It is found that 
in some.of these sections there are as many es 60 cards, 
and in one case as many a8 110. Having ‘go many cards in 
one section has caused considerable waste of time in the 
indexing of files and the finding of same. This, it is 
pointed out, is due to having to look through the many cardse 

The suggestion made to remedy the above is to further 

divide the agvtten as follows :- 

ive. have "A® sub-divided into 26 sections, for 
each letter of the alphabet, this will mean a duntieans in the 
amount ofcards used in each section, thus reducing the time 
wasted in looking through and will grventiy assist in making 
the indexing easier, besides increasing the efficiency of 
the Registry. . 


This suggestion does not only cover names but also 


; general subjects. 


eee 


sii tsi 


SHANGHAL MUMCAL PoLIce (SMH >» 
S. &. wre 
Spe Br ~ arrayed 7 


BRPORT Dew 14, [5.407 Wo 
LSbitees’ (lor FIED mccncaasconsner vs ipesial Branch Registry = steffi. 
Bs eis ei oe Uc cee ab i ce cadences decisis 
[Made Bye. La Ba. BACDAEB me Forwerded bby Sn — Ma 


ERI INIO CANO eee we > 


; D. C.(Special Branch). Reef /§ 


On 806-40, 2nd Grade Clerk Hsu Lin-shu — 


resigned, which left the staff of the Special Branch 

Registry one clerk shert. ‘The undersigned respectfully 
suggests that another clerk be apvointed as early as % 
possible as the work performed by this clerk comorised 
the recording of the movements of cuectel Branch files 


and the desvatch of correspondencee 


Clerical Assistant. 


) 


D.C. Saecial Branch. 
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POLICE FORCE. 
MUNICIPAL COUNCIL, 


corer 


\ — ib. berets y 
January 24,2940. B15, 
3 Isr / to 


ties ir eial Branch istry. , ; 


CoAe Richards. ‘ In‘charge of Registry. Personally 
responsible for all confidential filing and indexing 
of same, also the work of 811 Chinese clerks and 
eadets assisting. He will also see that the Registry 
is locked before leaving. 

Clerk Ty. Indexing - General, S.U.C. (Police ,Force) 
Administrative files, Correspondence, Polit ics, Labour.’ 

Clerk Van. Indexing Film Censorship, Indian affairs, 
Newspaper degistration, Hesistraticn of Societies 
and Associations. 

Clerk Hsu. In charge of file movements. It will be his. 
duty to see that every file passed to him is accounted 
for whether its or out, of the Registry, whilst no 
file will pass out without a signature. He will submit 
to ?PeA- (D.C. Special Branch) each Montay at noon 

_ through C.A. Richards a complete list of files out- 
_standing and will prepare tracers for such filese 

S- Tuh. . Will be in charge of all correspondence 
despatching and such other elementary office work 

’ 


which he is able to manage. 
Cadet. Will see that sorted files reach their proper 


destination to and from the Registry. He will also 

= that tHe office is kept tidy in so far as’ 

stationery, etc. is concerned and will‘assist in 811 

—e concerning the m ore elémentary work: of the 

Registry when required. : " 
DeSele Golder in Charge'of 3.5, will superviee the work in the 

Registry on behalf of PA. to D.C.(SpoBr.) at regular . 


. intervals. ~~, 


; * \ 


Two registers have been requisitioned, 
(1)‘to cover the movement: of all files out from 
the Registry and (2) to cover all files passed to 


Clerk Hsu for filing. Both will be as per attached 


samples. 


"p. & te D. 
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I deg to suggest that there be inciuded in 


Personnel Estimates for 1940 an application for one 
Chinese clerk, to be attached to Special Branch 


Registry. ; ; 
In explanation of this request, beg to 


' state that the present Chinese staff of the Registry 


consists of s- 

1) A clerk working on eit general index. ° 

2) & clerk working on the ¥ilm Censorship index 

and the record of movements of files. 

3) A despatch clerk. 

4) AB cadet. 
Until about six months ago, this statf was 
sufficient to cdpe with the volume of work passing 
through the Registry, and keep the files in # fair 
condition. Since that time, however, the volume of 
work has sweltlen so that additional staff is required 
if things are to run freely and the files kept in 
proper order. 

' The additional clerk applied for, if allotted, 

will be employed in arranging and sub- dividing of files 
and their general maintenance, a task which is at 


present shared by all members of the Registry eteff, 


and which greatly impairs efficiency and smooth 
working of this office. 


D.C.(Special Branch) . 


Clerical Assistant. 
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‘ . Date e 
(Hi Office Notes . 
oe smctoamat POLES 
. . REGISTRY | 
ee. oY @ SEs ei, 
Zo_the Special Branch Regi etry a ce , 
_ The Clerical Assistant in Charge of the 
Special Branch Registry should arrangé to have one clerk 
| remain~in the Registry after office hours (12 noon and Pr pomd 


This clerk must not leave until he’ receives instructions * 

to do so from the P.A. The C.A. in Charge of Registry 
will be held responsibie for the ‘strict observance of thie | 
‘rule and for this purpose, he il] dréw up s duty roster | 


——— 
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" 4 July 22,1935. . 
- S Registry eae , 


SS ‘, 

: Until further orders Clerical Assistant 
J. Cook will, after having purehased copies of 
an issues of local German ‘periodicals and newspapers, 
‘pase them to Office ‘Assistant Walter of the Registry 

| who will ve responsible for translating parts which 
 . & are of special interest to the Police. Articles 
- ' hostile to Jews or reflecting on the Police should, 
invariably be translated. Any correcting of the. 
translations required should ‘be undertaken by 
Clerical Assistant wists 
' . As scon as Mr. Walter has finished the 
: translations, he should return the ee . 
and newspapers to‘Mr. Cook to be filed. Yor the time 
‘being Mr. Cook will when he can spare the time mark 
e " off or give some indication of the parts to be 
translated. Mr. Cook wil be responsible that all 
German publicationgoa public sale locally are covered. 
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D. hs (Sp.Br.) 


De Se Ie Cole 


: wr. Kawashina . 


Glerk Tu 


vlerk pau 


Glerk Li 
(Office Boy ) 


May 7, 1951. 
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Genera} stianeaaotes 
Oonfidential files. 


Correspondence. = 
Indexing. ; 
Put all files in order. 


tke covering indexes. 
= wp file slips and supervise 


ae Daily mteligemor Report. 
Keep Special Inquiry Slips. 


Type and index *gpecial Movement rile* 


Despatching and filing. 


‘Delivery of ree to offices and 
inge ° 


assist with 
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All applicationa for C.3.6 pass direct te 
DSI. Wittinekys 

French reports in brown engelepe for 
iain (sp. Be.) or addressed to = pass to D.8.I.Goldere 

All Russian enquiries: give to DBE. Prokofiev 
after Nr. Yorke has seen them. 

German enquiries go to D.8.I. Wittinsky ind 
then to D.S. Pitts when he resumes duty. 

‘All Station reports after Mr. Yorke has seen 
them will be passed to C.DoI. Sih. — 
. Reports by Sol staff will be forwarded 
by D.S.1. Mackaie. | 

8.3, 8-5, Sed and C.8.6. reports you can pass 
direct to Mr. Yorke and then re-distribute. . 

Mr. Yao knows the distribution of copies,so 
you had better show him the reporte from 8-1 especialy, 
go that he can arrangée 
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' Memorandum. 
a eee 
POLICE Force, 
MUNICIPAL COUNCIL, 


" Shanghai,:... tte LJ. 19 fQ.. 
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Speeial “ne negi stay seg)" 
iMponary-— =. wer 
Speeial Branch zegistry - Partial hawtgnwtintione” ————— 


and D.S.I- Golder 


Acting upon the instructions of PeA. (DeCo 
3pecial Branch), @ careful check has been made of the 
work of the Special Branch registry which by reason 
of underetaffing had Mlle somewhat in arrearse , 

7 p ¢ — to report having allotted the werk 


as follow io 
CoAe Richards i/o and confidential filing and 


indexinge 
Clerk Ty Indexing - Jeneral, 5.).C. (Police 
force) Administrative files, Correspondence, Politics, 
Labour. - 

Clark Van Indexing Film Censorship, Indian 


affairs, Newsoaper xegistration, Registration of 
Socicties and As3ocilaticnse 


Clerk Hsu In charge of file movenents. 


It will t2 his duty to see that every file passed 
to him £3 accounted’ for whether into or cut of the 
Registry, milst no file will pass ent without a 
signature. He will sutmit to ?7.A. (D.C. Special Branek) 
each Monday et noon. through C.Ae ichards a complete 
List of files outstanding and will prepare tracers for 
such filese 
; 4 8 $uh- will be in charge of #11 eorresponience 
, despatohing and sueh other elementary — iad whi ob 
‘he i6 able to manages : : 
Cadet will see that sorted files reach theie proper © 


is iN oe a ,) ie | destination to and from the Registry. set will alee -~. 
(s. g = ‘ 
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that the office is kept tidy, in so far as stationery, 
etc. is concerned and will assist in all mtters 
concerning the more elementary work of the xegistry 


when required. 


Rete 
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Two registers have been requisitioned, 
(1) to cover the movement of all files out fram 
the Registry and the other (2) to cover all files 
passed to Clerk Hew for filing. Both will be as 


per attuched sanmplese 


4 The.work of reorganization suould be continued 


within one month. 
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Ae Ce (Special Branch) 
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